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STATEMENT OF FIRNCTIONS
ADMINISTRATION ANL TRAINING STANF

The Chief, Administretion and Training Steff, under the direction of the Director of Security,
shall:

1.

2,

3.

L.

50

6.

7o

Assist and advise the Director of Securit.y, ataff and line chiefs in the development, appli-
cation and review of all administrative activities of the Security 0Ifice.

It cooparation with the Security Servics Board, formuiate and exsouie internal personnel and

" training policy. ‘

Develop personnel requirements, and conduct persomnel fuuciions invelving the preparation,
recerding, review and dispesition of personnel forms and records,

Develop training requirements for the Sscurity O0ffice, diiect the formulation of security
training programs and courses and schedule Security Office persocnnel for training,

Administer the Security Office records management program,

Advise in the preparation of staff and division budget estimates, prepare overall budget es-
timates and justifications, and assist the Director in presentation of budget material at
Comptroller hearings.

Develop eand contrel procedures governing Security Offics lssvencee, and provide essistance
to division and etaff chiefe in ths preparation of internsl ilssuznce or Agency regulations,
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STATEMENT OF FUNGLIOMN
PERSONNEL BRANCH
The Chief, Personnel Branch, under the direction of the Chief, Administration and Traeining
Staff, shall:

1. Develop a program of persomsl policies and administration for the Sscurity Office within
the framework of established Agency policies and regulatiocns, .

2, Advise staff and division chiefs on all phases of personnel problems.

3. Review personnel evaluations for Secwrity Office personnel and provide advice sud assistance
to supervisors and personnel with respect to svaluations,

L. Maintain owrrent information and atatus of Tables of Organigzation and Position Inventory
records,

5. Review Persomal History Statements and other data and interviex prospectivae smplcoyees for
. referral %o appropriate stalfs or divisions,

6. Screen, control and initiate personnel action requests.
7. Provide support for the 0ffice Career Service Board by providing advance information on re-
. turning personnel, maintaining rosters of personnel available for reassigment, and providing
technical advice upon request,
8. Conduot exit interviews and recommend appropriate action to reduce persomnel turnover,

9. Provide rosters containing work experience, qualifications, skills, area knowledge and area
preference for all SO career designation to serve as a basis for Career Sarvice Board action.

10, Conduct special briefings of all prospective Security Office personnel.
" ' (continued on next page)
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SECRSET
(2)
11, Issue and maintain control of all credentials used by Security Office personnel.

12, Conduct continuing resesrch in matters such as Urne-
personnsl utilizati
over and recommend action to develop and maintain an efficient wg’m‘:'&.:r 1o, *

23. Control all cable and dispateh trafflc pertaining toilicaresr designaticn persommer, 25X9A2

Approved For Release 2000/08/22 : CIA-RDP61-00274A000200160007-2




Approved For Release 2000/08/22 : CIA-RDP61:00274A000200160007-2

STATEMENT OF rUNCTIONG

ADMINISTRATION AND SUPPORT ZRANCH

The Chief, Administretion and Support Branch, under the direction of the Chief, Administration
and Training Staff, shall:

1, Plan and develop initial Security Office budget.
2. Compile, analyse, and evaluate workload data and standards.

3. Furnish supplemental justification, coordimatie replanning and rescheduling resulting froa
changes in eatimates,

4. Interpret budget policy and directives, and transfer funds between allotment accounts as
nOcassary. :

5. Administer and control funds allotted to Security Offics Review monthly reports and assure
that funds are axpended as programmed or revise allotmentes in keeping with current programs.

6. Recommend and establish Security Office policy and develop procedural instructiocns in con-
nection with all administrative matters on more than one Security O0ffice component,

7. Develop and maintain a Security Office manual showing organisational structure and funotions,

evaluate requests and recommendations for changes in organisation, functiomal assignments
and staffing and recocomend appropriate action,

8. Maintain accountability for all housekeeping and technical property located outside of the
departmental area,

9. Exercise administrative control over and furnish support to covert sites ussd by the Security

Office.

10, A.dniniafor contrectual arrangements of the Correspondents Program and with other service
scntragtors,
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STATEMENT OF FUNCTIONS
TRAINING BRANCH
The Chief,
udef, Training Branch, under the direction of the Chief, Adninistration amt Tratning Stare,

1, Dnd@mw-nmmmortu.. ining progras framework
lished Agency policies and roguh.tiom.m e vithin the of eetab-

2. Adviuotcrtndd:l.mionchhtl onlllphuuottlﬁ.ningproblm

3. Conduct such lectures and
b ro . courses in security control and operations which are provided by

ko Conduot security indoctrination classes for all new Agency personnel,
5. Maintain training rosters and schedule individuals for prescrided treining
6, Determine training securi urme]. scurd
requirements for technical training
oL
fice and other offices of the Agency dealing with ltzcm'itr -tﬁ:.pm colhggrat: lsrith v

the Office of Traiming to d
courses to fil1 these mm;m@mu training methods, standards, facilitdes, and
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SECRET

ADMINISTRATION AND TRAINING STAFF
SECURITY OFFICE

DISCUSSION: }

The assigned functions and the aumber of positions requested for this staff remains unchanged,
In the past the staff has been unable to reach its full complement of personnel. With the mech-
anisms available to properly slot to maintain a full complement it is anticipated that the staff can
properly handle the workload, The branch organization is considered proper with the training ac-
tivities being recognized in a separate branch, As the training branch, in addition to coordinating
normal training requirements, alsc develops and conducts extensive technical training program for
agent and other personnel, branch recognition ie coneidered desirable,
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